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The Handbook is revised to update all correspond©®©© practices and to pr©» 
vide for the changes necessary since its initial publication is 19J2. 
topics included to this Handbook era Reports, Minutes and Agenda , th® Spaed 
letter, && th@ MssorasGiej Fora OF 10* 

A rcajcr change in the style format Is introduced to tfca Handbook. Th® nodi 


the block style this Agency will confers to the standard style and forest 
prescribed for Govemsont-vida use. Adherence to a standard format and «&* 
fora appearance will increase eofrcspondeae® efficiency. Where special 


Sosa practices which will ©peed up the preparation and processing ©f c©r< 
respoirisace are the wider wise of the Office Bfessorandts® Forts s us© of th® 


dictated letters and copies to & fear® 
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